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Pledge Collection Envelope
Agency Name ______________________________ Agency # ____
Instructions
Keyworker Please review all pledge forms and make sure that all fields have been completed, the charity allocations are equal to the pledge amount, and those with payroll deductions are signed and include an employee ID or SSN.  Please follow up with the donor if all of this is not the case otherwise the pledge will not be accepted.

Keep parts 1 (white) and 2 (yellow) together and place them in this envelope, using a paper clip to attach checks or cash to the pledge forms and store the envelope in a locked drawer or other secured place until you are ready to submit it to your Agency Coordinator. Complete a Keyworker Report Form, place it inside this envelope and submit the unsealed envelope with all the pledge forms, checks and cash to your Agency Coordinator weekly. Keep a copy of the Keyworker Report Form for your records.

Agency Coordinator Please review all pledge forms for completeness and separate parts 1 (white) and 2 (yellow). Submit part 1 of those forms with payroll deduction to your agency payroll office. Review the Keyworker Summary Form and make sure the math is correct. Enter your agency # (3 digits) and sign and date the Keyworker Report Form. Store the envelope in a locked drawer or other secure place.  Make a copy of the Keyworker Report Form for your records and submit the envelope unsealed with the completed report form, part 2 of all pledge forms, checks and cash to your Loaned Executive.

Loaned Executive Please deposit all cash into the CFC bank account using the deposit slip provided. Enclose the deposit receipt in the envelope and keep the additional copy for your records. Send all envelopes in an Express Mail package using the account number provided to:

NYC CFC
Attn: Commercial/Government
100 Jamison Court
Hagerstown, MD 21740

[bookmark: _GoBack]Thanks to all for your assistance in keeping the CFC pledge records accurate and secure.  If you have questions please contact the CFC office at 646.380.1885
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